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1. IlepevyeHb MIaHNPYEMBIX Pe3yJbTATOB H3y4YeHHUs TUCHUILIMHbI, COOTHECEHHBIX €
MJIAHUPYEMBbIMH pPe3yJIbTaTaMH 0CBOEHHS 00pa30BaTe/bHON MPOrpaMMbl
B pamkax ocBoeHHS OCHOBHOM NpPOQECCHOHAIBHONH 00pa30BaTeNbHONW MPOrpaMMbI
OakanmaBpuata OOYYAlOIIMICS JOJDKEH OBJIAACTh CICAYIOIIMMH pe3yJbTaTaMd OOYYEHHs 10
IUcHMIUIMHE  «JlOKyMEHTHpOBaHME  yNPaBICHYECKOW  JEATEIBHOCTH  TOCYAApCTBEHHOM |
MYHHUIATATBHOHN CITyKOBI»:

Koa u HaumMeHoBaHHue KOMIIETECHIINIA NHauKaTOPHI JOCTHKEHUST KOMIIETEH UM
ITIK-3 CriocobeH yuacTBOBaTh B HNIIK-3.3 CriocobeH ocymecTBiIsITh cOop, 00padoTKYy,
OCYIIECTBICHUU y4eT ¥ aHaJIu3 JJaHHBIX, TOKYMEHTAIMOHHOE
KOHTPOJISl KAUeCTBa UCTIOJTHCHUS o0ecrieueHne IS pelieHus 3a1a4 B chepe
yIPaBICHYCCKHX TOCYapCTBEHHOTO U MYHHIIMITAILHOTO YIIPABIICHUS
pEIICHHIA U OCYIIECTBICHUN

aJIMHHHUCTPATHBHBIX

IIPOLCCCOB

2. Mecrto aucunmiinnel B ctpykrype OITOIT
VyeOnas gucuumiuHa b1.B.11 «/lokymeHTHpoBaHHE yHpaBIE€HUYECKOH JESATEIbHOCTH
rOCYJTapCTBEHHON M MYHUIIMITAIBHON CITy>KOBD» OTHOCHUTCSI K 4acTH, (OPMHUPYEMON y4aCTHHUKAMHU
00pa3oBareNbHbIX OTHOIICHUH, HKIa b.1 «uciuminaer (MO TN )».

3. O0beM JUCHUNJIMHBI B 324€THBIX ¢IMHUIAX ¢ YKA3aHUEM KOJIHYeCTBA aKaJeMHYeCKUX
4acoB, BblJIeJIEHHbIX HA KOHTAKTHYI0 padoTy o0y4aromuxcs ¢ npenojasaresieM (1o BUIaM
3aHATHIA) U HA CAMOCTOSAATEJIbHYI0 padoTy 00yYaromuxcst

OOmast TpynoeMKocTh (00beM) IUCHMIUIMHBI «/OKyMeHTHpOBaHUE yNpaBIeHYECKOH
JACATCIIBHOCTHU FOCynapCTBeHHOﬁ n MYHI/IIII/IHaJ'IBHOI\/JI CJ'IY)K6I>I» COCTaBJISIET 3 3aY€THLIE CAUHUIIBI.
O0BbéM IMCIMIJIMHBI 10 BHIAM Y4eOHBIX 3aHATHH (B 4acax) — 04HO-32049HAasA (popMa

o0yueHust
Bua y4eOHoii padoThI Beero Cemectpet

4acoB 8 -
AyIuTOpHBIE 3aHATHS (BCEro) 16 16 -
B ToM yncie: - - -
Jlexuyum 8 8 -
[TpakTrueckue 3anstus (I113) 8 8 -
Cemunapsi (C) - - -
JlaGopatopusie pabotsl (JIP) - - -
CamocrosiTesibHas padoTa (Bcero) 92 92 -
B ToMm guce: - - -
KypcoBoii mpoekT (pabota) - - -
PacuetHo-rpaduueckue padboTb - - -
Pedepar 8 8 -
[ToAroToBKa K MPAaKTUYECKUM 3aHATHAM 76 76 -
TectupoBanue 8 8 -
Bua npoMexyToyHOM arrecTanuy — 3a4eT
OO0wast TpyA0E€MKOCTb Yac / 3a4. efl. 108/3 108/3 -




4. Conep:xkanue TUCHUNTHHBI
4.1. Paznesnbl IMCHUIIMHBI M TPYI0€MKOCTD 110 BUAAM Y4eOHBIX 3aHATHI

Pa3nen/rema
JAucunnjanHbl

Oomasn
TPYAO0EMKOCTH

Buabl yueOHBIX 3aHATHI, BKIIOYAs
CaAMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIMXCS, Yac

KonTakTHast padora
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NMPAKTUHYIECCKUC

JeKINH
3aAHATHA

CamocrosiTe/ib-
Has padora
o0yyaromuxcs

Beenenue. Tema 1.
JlokymeHTupoBaHue
YIIPaBICHYECKOU
JeSITEIbHOCTH
roCyJJapCTBEHHOMN U
MYHHIIUIIATILHON CITYXKOBI.
TpebGoBanus K
0(OPMIICHHUIO TOKYMEHTOB

1 -

6

Tema 2. Cuctema
OpraHU3alMOHHO-
pacnopsaIuTEIbHON
JOKYMCHTAIlHU.

10

Tewma 3.
JloxymeHTupoBanue
TPYIOBBIX
MPaBOOTHOIIECHH.

10

Tewma 4. JloroBopHO-
MpaBoBasi JOKyMEHTAIHSI.
JlokyMeHTBI
BHEIIIHEAKOHOMUYECKON
JeATETbHOCTH.

Tema 5. TexHonorun
JIOKYMEHTAIMOHHOTO
oOecrnieueHus ynpaBaeHUs.

10

Tema 6. Cuctemsl paboTHI C
KOHCbI/I]IeHHI/IaIII)HI)IMI/I
JIOKYMEHTaMH.

10

Tema 7. ApxuBHOE
XpaHeHue. JKcIepTu3a
LEHHOCTHU JOKYMEHTOB.

Tewma 8. [lyTu BHEeIpeHUs
ABTOMAaTH3UPOBAHHBIX
cHCTEM
JOKYMEHTAIUOHHOTO
oOecrieyeHus yrpaBiieHUs

10

Tema 9. OCHOBHBIE KJIACCHI
THPaXKHO-3aKa3HBIX




Buabl y4eOHBIX 3aHATHI, BKIIOYAs
CaAMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIUXCSl, Yac
Ne Pa3zgen/Tema
n/n Jucunnianab

KonTakTHas padora

Oo6masn
TPYAOEMKOCTH

CamMmocTosiTe)Ib-
NPaAKTHYECKHE Hasi pabora
3aHATHSA 00y4arouuXxcs

w
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o
=
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JICKIIUH

ABTOMATHU3UPOBAHHBIX
CHCTEM
JOKYMCHTAIIMOHHOT'O
obecnieueHus YIIpaBJICHUA

10. | Tema 10. Kpurepun 1 - 8
aHaiu3a 8
ABTOMATH3MPOBAHHBIX
CHCTEM
JOKYMEHTAIUOHHOTO
oOecrieueHns yrpaBiIeHUs

11. | Tema 11. Ananus - 1 8
XapaKTePUCTUK 9
ABTOMATH3MPOBAHHBIX
CHCTEM
JOKYMEHTAIHOHHOTO
oOecrieyeHusl yIpaBieHuUs

12. | Tema 12. Ouenka 10 - 1 8
3¢ (HEeKTUBHOCTH BHEAPEHUS
ABTOMATHU3UPOBAHHBIX
CUCTEM
JIOKYMEHTAIIMOHHOTO

oOecrnieueHns yIpaBieHuUs

Bcero 108 8 8 92

3auer - - - -

Hroro 108 8 8 92

4.2. ConepxxaHue pa3iesioB JUCHUINIHHBI
Beenenne

CoBpeMeHHBIN 3Tanm  OOILIECTBEHHOIO Pa3BUTHA, XapaKTepU3yIOIIMcA yriayOJeHueM
HKOHOMHUYECKUX CBSI3€H M POCTOM B3aMMO3aBHCUMOCTH T'OCYJapCTB, OOBEKTUBHO O0YCIOBIMBAET
HEeNpepbhIBHOE BO3pacTaHWE pOJM HHPOpPMAIMM B COLUAIBHOM U TEXHUYECKOM IIpoliecce, B
peleHny T00aidbHbIX MpobseM. JIOoCTHXKEHHMs Hay4YyHO-TEXHHUYECKOro Mporpecca BO MHOTHX
oTpacyiax oOO0ecnmeumiIy BO3MOXHOCTh MPAaKTUYECKOM peanu3zanuu uaeun (HOpMUPOBAHUS
UH(POPMALIMOHHOTO 00IIeCTBA.

B mHacrosimee Bpemss uHpopManus paccMaTpUBaeTCsl KaK pecype, KOTOpbI, Kak H
TPaJULMOHHBIE PECYpChl: TPy, DSHEPrusi, TOJE3HbIE MCKOMAeMble, - MOXHO J0OBIBATH,
nepepadarbiBaTh, HCIONb30BaTh M pacnpocTpaHaATb. OIHUM M3 HaNpaBICHUH HCIHOJIb30BAHUS
UH(POPMAITMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTHI B JEATEIbHOCTH OPTaHOB rOCY1apCTBEHHOM
BJIACTH, OpraHM3aluii MW  OPEIIPHATHN  ABIIIETCS  PAa3sBUTHE  CUCTEMBI  HJIEKTPOHHOIO
JOKYMEHTOO0OpOTa, CTaHJApTOB JEJIONPOU3BOACTBA M JOKYMEHTOOOOpOTa. AKTYalbHOCTh
COBEPILEHCTBOBAHUS TPAJAULIMOHHOIO JIEJIONPOU3BOACTBA OOYCIIOBIMBACTCA HEOOXOIUMOCTHIO
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NOBBIIIEHUS 3()(HEKTUBHOCTH YIPABICHYECKOM EATEIBHOCTH, YCKOPEHUS ABIKEHHS TOKYMEHTOB B
OpraHM3ali, YMEHbUICHUS TPYAOEMKOCTH 00paboTKu [OoKymMeHTOB. (Co3laHHasi Ha OCHOBE
NEePCHEKTUBHBIX WH(POPMALMOHHBIX TEXHOJIOTHI aBTOMAaTH3UPOBAHHAS CHCTEMA JISIIOIPOU3BOJICTBA
JOJKHA ~ TMOBBICUTH  JCHCTBEHHOCTh  yOpaBlieHHs 3a  c4eT  oOpa3oBaHHUS  €AMHOTO
JOKYMEHTOOPUEHTHUPOBAHHOTO HMH(DOPMAIIMOHHOTO TPOCTPAHCTBA, MJAIOIIETO  IMOJB30BATEISAM
cpenctBa 3P heKTUBHOI COBMECTHOM pabOTHI C JOKYMEHTaMHU B JIIOOOM MECTE U B JTH000€ BpeMs.
[Ipenmer u CTpyKTypa AUCLMIUIMHBI «/[OKyMEHTHpPOBAHUE YIIPABIECHYECKON NEATEIBHOCTI.
Poms  nmokymeHTOOOOpOTa B YNpaBICHUM  MPEIUOPUATHEM.  3HAYCHUE  JMCLUIUIUHBI
«/lokyMeHTHpOBaHUE YIPABICHUYECKOW [ESITENbHOCTH» B TMOATOTOBKE CIEHUAIUCTa B 00JIACTH
MeHemKkMenTa. COBpeMEHHOE COCTOSIHUE JIOKYMEHTAIMOHHOTO 00ECTICUeHUs! YIIPABIICHUSL.
Tema 1. [lokyMeHTHPOBaHME YIIPABJIEHYECKOH AeITeJIbHOCTH TOCYIapCTBEHHOH 1
MYHULIMIAJIbHOM ¢1y:k0b1 . TpedoBanus k 0opMIIEHHIO JOKYMEHTOB.
l'ocynapcTBeHHas cuctema JOKyMeHTannoHHOro obecriedenus ympasienus (I'CJIOY) - crox
NpaBWJ, YCTAaHABIMBAIOIIUE €AWHBIE TPEeOOBaHMS K JIOKYMEHTHPOBAHMIO YIIPABICHYECKON
JEeATeIbHOCTH M OpraHu3aluy paboThl ¢ JOKYMEHTaMU Ha MPEANpPUATHIX Pa3IUYHBIX OpraHu3a-
LIMOHHO-TIPaBOBBIX (opM. COCTaB YIpaBIEHUYECKUX JOKYMEHTOB. IIoHSATHE cUCTEM NOKyMEHTAlH.
OYHKIMOHAIBHBIE W OTpacieBble CHCTEMbl JOKyMEHTAllMU. YHHU(UKAIUS U CTaHAapTU3ALUS
YIpaBJIEHYECKUX JIOKYMEHTOB. PernaMeHranys JOKyMEHTHPOBaHHs YIPaBIECHUECKON ESTEIbHOCTH.
[locTosHHBIE W TIepeMEHHbIE PEKBU3UTHI M MpaBuia ux odopmieHus. branku u ¢dopmarsl
JOKyMEHTOB. @opMyiisip — 00pasell JOKyMEHTa. YTJIOBOE U IIPOI0JIbHOE PACIIOIOKEHUE PEKBU3UTOB.
YuaudumnupoBanHas ¢popma JOKyMEHTa.
Tema 2. Cucrema OpraHu3alHOHHO - PACTIOPAAUTEILHON JOKYMEHTAIlUH.
Cucrema OPJI. Oco6eHHOCTH U XapaKTepHbIe YePThl OPraHU3AIOHHO-TIPABOBBIX JIOKYMEH-
toB. CocraBieHue ¥ O(QOpPMIIEHHE OCHOBHBIX OPTraHM3alMOHHO-TIPABOBBIX JIOKYMEHTOB: YCTaB,
JIOJDKHOCTHAsI MHCTPYKLIUS, MIPAaBUJIa BHYTPEHHETO TPYAOBOIO PaclopsiKa, IITATHOE pacHUCaHUE,
MOJI0KEHHE O CTPYKTYPHOM Opa3AEEeHHH.
PacnopsinurensHas nokymenTanus. [IpuHIMNObI cocTaBneHus, CTaguu MOJArOTOBKH, BU3UpPOBA-
HUSL U TIOAINUCAHUS PACHOPSAUTENBHBIX JTOKYMeHTOB. CocTaBieHHEe U O(OpMIIEHHE pacHopsIu-
TEJIbHBIX JJOKYMEHTOB: ITPUKA3bl, PACIIOPSKEHUS, IOCTAHOBIICHUS, YKa3aHUs, PELLICHUSI.
CripaBo4HO-MH(OPMALIMOHHBIE JOKYMEHTBI: aKT, JOKIagHas (ciayxeOHas) 3amucka, CIpaBKa,
IPOTOKOJI, CBOJIKA, CiIy:keOHOe MucbMO. OCOOEHHOCTH O(OpPMIICHHUS, PA3HOBUIHOCTU M TOPSIOK
cocTaBieHus: akToB. [lopsmoK cocTaBleHHs AaKTOB CBEpKHM pacyeToB MEXAy JeOuTopaMu U
kpenutopamu. llpaBuiia npoBeneHMs] COBEIIAHWM KOJUIETMAIBHBIX OPraHoB, COCTAaBJICHHE U
oopmiieHre IPOTOKOA.
Cayxebnble ucbMa. Kiaccudukaiiysi KOppecTioOHICHIINHT; WHUIIMATUBHAS U OTBETHAS JIENIOBast
U KoMMepdecKkas. SI3bIk U CTWIb JeOBOM KOppecnoHAeHIMH. TurnoBble U TpadapeTHble IEIOBbIe
nucbMa. VHUIMATUBHBIE W OTBETHBIE CIIy>KeOHble MuchbMa. IlMchbma 3ampockl M MUCbMa OTBETHI
OpraHu3alii-KpeAnTopoB. THUIIOBbIE rapaHTHITHBIE MMChbMa OT OPraHU3aLMA (FApaHTOB)
[TnanupoBanue AeATEIbHOCTH YUPSKACHHS - BayKHEHIIas (QyHKIUS yIpaBIeHuUs, TO3BOJISIONIAs
caenarb paboTy yUpeKIACHUS MaKCUMalIbHO d(PeKkTHBHOH. OCOOCHHOCTH IJIAHOBBIX JOKYMEHTOB.
[TnaHoBbIe TOKYMEHTHI: IUIaH, MEPCIIEKTUBHBIN IJIaH, MporpaMma, rpaduk, CXeM reHepaibHasi cXxema.
OrtpacneBble IJIaHbl W TporpaMMbl. DOpMbI OTYETHOM AOKyMEHTanuu. OT4deTHass U OTYETHO-
CIpaBOYHast JOKYMEHTALHS.
Tema 3. JlokymeHTHpPOBaHME TPYAOBBIX IPABOOTHOLLICHUI
JloKkyMeHTupoBaHHE PabOThI ¢ MepcoHaIOM. [IoHATHE M CTPYKTypa MEpCOHATBbHBIX JaHHBIX.
TpeboBanus k 06padoTKe U Mepeade NepcoHabHBIX JaHHbIX. CTPYKTypa KaJpoBoi U (POpMaLMOHHO
- JOKyMEHTALlMOHHOM CUCTEMBL. XapaKTEpPUCTHKAa KOMIUIEKCOB KaJpOBOH JOKyMEHTAIUH.
YHuduurpoBaHHble (OpMbI MPUKA30B M0 JIMYHOMY cocTaBy. JloKyMeHTalusi 1o ydery pabouero
BPEMEHM UM PacueToB € NIEPCOHANIOM M0 oIuiare Tpyna. IlpaBuia BeneHus Tpya0BbIX KHMKEK. CocTaB
IpoLelyp U JTOKYMEHTHUPOBaHHME IMpHUEMa, INEPEBOAA, YBOJIbHEHMs mepcoHana. [Ipomecc 3ammrhl
MePCOHATIBHBIX JJAHHBIX B KaJpOBOii ciry>x0e. OCOOEHHOCTH XpaHEHUsI KaApOBOM JOKYMEHTAIMH.
Tema 4. /IoroBopHO-NIpaBOBasi 1OKYMEHTALMS.
JIOKYMEHTBbI BHELLIHEIKOHOMUYECKOH JeATeIbHOCTH
OcobenHoctu coctaBieHuss U odopmieHus 10roBopoB. PasHoBumHOCTH moroBopoB. Co-
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riamenue. KosieKTuBHBIA JOroBOp, TPYAOBOW A0roBop. /oroBop MOCTaBKH, apeHAbl, OKa3aHWs
yCIyr. PEKBU3HUTEI 1Or0BOpa M NPaBUJIA KX PETMCTPALH.

JIoKyMeHTBI, O(OpMIISIOIIME BHEIIHETOProBble cAenk. Crenudukanyuy, KOHOCAMEHTHI,
KOHTpakThl. KoMMepueckas mepenucka BO BHEHIHEIKOHOMUYECKON JesTenpHOCcTH. HazHaueHnue u
o(hopmIIeHHE KOMMEPUECKUX TIHCEM B 3apyOeKHO MpaKTHKE.

IIperensnonnble n0KyMeHThl. JKanoObl, oOparieHus, NpemioxkeHus rpaxzaad. Jleixonpous-
BOJICTBO I10 TUCbMEHHBIM O0OpAIlEHUSIM I'PaskaaH.

Tema 5. TexH0JI0THM JOKYMEHTAIIMOHHOI0 00eceYeHus1 YIpaBJIeHUs

Opranuszanus okymMeHTooOopota. [loHsTHE 1OKYMEHTOOOOPOTa, €ro KOJIMYECTBEHHBIE U
KAQUECTBEHHBIC XapAKTEPUCTHKU. TEeXHONOrWH OOpaOOTKM BXOISIIMX, BHYTPEHHHX W HCXOISIIMX
JOKyMeHTOB. OntuMu3zanus JOKymMeHTooOopora. Perucrpamms nokymeHtoB. dopmbl U mpaBuiia
peructpaunu. KoHTponab MCHONHEHUS NOKyMEHTOB. DYyHKIMM, 3a7a4d U Lead KOHTposs. Cpoku
UCIIOJHEHUSI JOKyMEHTOB. EnuHble M JeTaJbHO perylaMeHTHpOBAaHHbIE IpaBWia padoThl C
YIPaBJICHYECKUMU JOKYMEHTaMHU B OpPraHU3aLVH.

Tema 6. Cucrema padoThl ¢ KOH(PHAEHIUAIBLHBIMHA JOKYMEHTAMHU

Pernamenrammsi coctaBa KOH(WIECHIMAIBHBIX CBEICHUH M JOKYMEHTOB. [loTOKM KOH(H-
JEHIUAIbHBIX JOKYMEHTOB. TexHoyiornyeckass cucreMa OOpaOOTKM KOH(PHMICHIMAIbHBIX JOKY-
meHToB. dopmmpoBanue, oQopMIIeHHE U XpaHEHHE [eJl, COJCpKaIluX KOH(UICHINAIbHBIC
CBEJICHUSL.

Tema 7. ApXuBHOe XpaHeHUH JOKYMEHTOB. JKCIIEPTH3a IEeHHOCTH 10KYMEHTOB

OnepaTtuBHOE, TEKYyIIEE U ITOCTOSIHHOE XpaHEHUE JOKYMEHTOB. CHucTeMaTusalys JOKyMEHTOB.
[Mpuanumner  popmupoBanus aen. OdopmieHne W BeICHHE HOMEHKIATyphl jaei. TuUnoBble |
WHIMBHyalbHbIE HOMEHKJIATypbl nen. Onucu gen. PopMbel HCHOIB30BAHUSA JOKYMEHTOB W3
apxyuBHOro (oHAa opranu3zauuu. OeHKa 3HaYMMOCTHU JIOKyMEHTA U CPOKOB UX XpaHeHus. [[puHiumnb
Y KPUTEPUM OLICHKH 3HAYUMOCTH. DKCIIEPTHBIE KOMUCCHHU.

Tema 8. IlyTu BHeapeHUs: aBTOMATU3MPOBAHHBIX CHCTEM
AOKYMEHTALIMOHHOI'0 00ecIeYeHNs yIPABJICHHA.

CoBpemeHHble oucHbIe HH(GOPMALMOHHbIE TeXHONIOruu. CTparernuu pa3paboTKu peaau3aliu
COBPEMEHHBIX MH(POPMAIMOHHBIX TEXHOJIOTHH B YIpaBlIeHUECKOH AesTenbHOCTH. Llenu cozmanus u
BHE/IPEHUSI KOMIUIEKCHBIX CHCTEM aBTOMAaTHU3aLUM JOKYMEHTAIIMOHHOTO OOECHeUEHUs YIPaBICHHUsL.
@DyHIaMeHTalIbHbIE TPUHIMITBI CO3/IaHUS CUCTEM MH(DOPMAILIIOHHOTO 00eCTIeUeHusI.

Tema 9. OcHOBHBIE KJIaCChl THPAKHO-32AKA3HBIX ABTOMATH3HPOBAHHBIX CHCTEM
AOKYMEHTALIMOHHOTI'0 00ecreYeHs yIPaBJIeHHsA

OcoOEeHHOCTH COBPEMEHHOIO pbIHKA IPOrPpaMMHBIX CHCTEM B OO0JAacTH aBTOMAaTU3allU
JIETIONPOU3BOACTBA U JIOKyMeHT000opoTa. COCTaB THUMOBBIX BO3MOXKHOCTEH KOMITBIOTEPHBIX
NporpaMM MO aBTOMAaTU3alMK JOKYMEHTALMOHHOTO oOecrieueHus ynpasieHus. CTpyKTypHas cxema
ABTOMATHU3UPOBAHHOM CHUCTEMbI JIOKYMEHTAIIMOHHOTO OOecredeHHs YIpaBleHHUs OpraHu3allvu.
B03MOXHOCT CHCTEMBI TIOJIHOCTBIO PEATM30BaTh MYJIETUMENNACPENY [UIsl XPAaHEHHs Pa3IM4HOrO
pozia MPUIIOKEHUH, JOMOJHEHUH M WUTIOCTpAMiA K JOKyMeHTaM ((oTo-, ayauo-, BUIEO(hOpMAaThI).
XapakTepuCTUKa OCHOBHBIX aBTOMAaTHU3MPOBAHHBIX CHCTEM JIOKYMEHTAIMOHHOTO oOOecreueHHs
yIIpaBJIECHHUS.

Tema 10. Kpurepun ananmza aBTOMaTU3UPOBAHHBIX CHCTEM
JAOKYMEHTALIMOHHOI0 00ecIieYeHNs1 yIIPABJICHMS.

AHanM3 aBTOMAaTU3UPOBAHHOW CHCTEMBI JOKYMEHTAIIMOHHOTO OOECTIeYeHHs! YIpaBlIeHUs Ha
OCHOBE (DYHKIIMOHAIBHBIX cucTeM. lIpuBereHHbIE K €IUHOMY BHIY (DYHKIMOHAJIBHBIE CXEMBI
ABTOMATU3UPOBAHHBIX CHCTEM JIOKYMEHTAIlMOHHOTO olecrieueHus ynpasieHus. Kpurepuu oreHku
ABTOMAaTHU3UPOBAHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00ECIIeYEeHHsI YIIPaBICHHUSI.

Tema 11. AHaIM3 XapaKTePUCTUK ABTOMATH3UPOBAHHBIX CHCTEM JOKYMEHTALIMOHHOIO
olecrieyeHusl ynpasJieHUs

Meponpusatiss O BbIOOPY CHUCTEM aBTOMATH3aLUM JOKYMEHTallMOHHOTO OOeCIeueHust
yrnpaBineHus.  OCHOBHBIE  KAa4yeCTBEHHbIE  MapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEPUCTHK.
KomuuectBeHHbIE JKCIUTyaTallHOHHBIE napameTpbl aBTOMATU3UPOBAHHON CHCTEMBI
JOKYMEHTAlIMOHHOT0 obOecriedeHus ynpapieHus.. CpaBHUTENbHBI aHAIW3 aBTOMATU3MPOBAHHBIX

CHUCTEM JOKYMCHTAIMOHHOT'O o0ecreyeHus YIIpaBJICHUA.
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Tema 12. Ouenka 3¢(peKTHBHOCTH BHEAPEHHs] ABTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOI0 00ecIieYeHUsl yNpaBJIeHUs
OxoHOMUuecKas 3P(PEKTUBHOCTh BHEAPEHNSI ABTOMATH3UPOBAHHBIX CUCTEM JIOKYMEHTAlIOHHOTO
o0ecrieyeHysl yIpaBIeHHUs — 3TO KOJMYECTBEHHAs CTOMMOCTHAs OLEHKa 3(GQeKTa OT NpOBEACHUS
MEpPOIPUSITHIA TI0 aBTOMATH3aIMK WH()OPMALIMOHHOTO 00eCTieYeHHsl OpraHu3atii. MeToIuKu pacuera
3(Q(eKTUBHOCTH 1O BHEAPEHUIO aBTOMATU3UPOBAHHBIX CHCTEM JIOKYMEHTALMIOHHOIO OOeCIeueHUs
yIpaBJICHHUS.

4.3. [IpakTuyeckue 3aHATHS / J1a0OpaTOPHbIE 3AHATHUSA

Tema 2. Cucrema opranu3aliiOHHO-PaCHOPSAUTEILHON TOKYMEHTALIUH.

Tema 3. JlokyMEHTHPOBaHHE TPYJOBBIX IPABOOTHOIIECHUH.

Tema 5. TexHoMOrUM JOKYMEHTAIIHOHHOTO OOECTICYCHHUS YIIPABICHHS.

Tema 6. Cucrembl paboThl ¢ KOH(UISHINATHHBIMU JJOKYMEHTaMU.

A Bl Bl IS e

Tema 8. HYTI/I BHCAPCHUA aBTOMATU3UPOBAHHBIX CHUCTEM JOKYMCHTALIMOHHOI'O o0ecIieyeHus
YIIpaBJICHUA

6. Tema 9. OcHOBHBIE KJIaCChl TUPAKHO-3aKa3HBIX ABTOMATU3HUPOBAHHBIX CUCTEM
JOKyMEHTAILIOHHOTO 00ECIIeUEeHNs! YIIPABICHHS

7. Tema 10. KpI/ITepI/II/I aHaJIn3a aBTOMATU3UPOBAHHBIX CUCTEM JOKYMCHTALITMOHHOI'O obecrieyeHus
YIIpaBJICHUA

8. Tema 11. AHanu3 XapakTepUCTUK aBTOMATH3UPOBAHHBIX CUCTEM JIOKYMEHTAIIMOHHOTO
o0becrieueHus ypaBiIeHHs

9. Tema 12. Ouenka 3pheKTHBHOCTH BHEPEHUSI aBTOMATU3UPOBAHHBIX CUCTEM

JOKYMEHTAILIIOHHOTO 00ECTIEUEHNS! YIIPaBIICHUS

5. YueOHo-MeTOoAMYeCKOEe M HH(POPMALMOHHOE 00ecnedyeHre JUCIHILIMHBI

5.1. OcHoBHas JquTEpaTypa

1. Kabamos, C. 0. [/lenonpou3BoACTBO U apXUBHOE JEJI0 B TEPMHHAX U ONpPEJEICHUSX:
yuebHoe nocobue / C. YO. Kabamos, U. I'. Achannusposa. — 3-e uzn., crep. — Mocksa: ®JIMHTA,
2018. — 295 c. — Pexum JOCTYTIA: o MTO/TIHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=69168

2. OpraHmzans © TEXHOJOTHSA JIOKYMEHTAIIMOHHOTO OOECHeYeHHUs yIpaBJICHUS:
3NIeKTpoHHOe yuebHoe mocobue / coct. C.E. Mumenun; MuHucTepcTBO 00pa3oBaHUs U HAyKH
Poccuiickoit  ®enepartuu, dDenepanbHOE TOCYAapCTBEHHOE OIOKETHOE 00pa3oBaTEIbHOE
yupexaeHue Boiciiero oOpasoBanusi «KemMepoBCkHil TOCyAapCTBEHHBI YHUBEpCUTET», HCTUTYT
uctopun u 1ap. - KemepoBo: KemepoBckuii rocynapcrBeHHslii yHuepcurer, 2017. - 478 c. -
bubmuorp. B KH. - ISBN 978-5-8353-2149-0; -
URL: http://biblioclub.ru/index.php?page=book&id=481592

5.2. lonotHUTEIbHAS JTUTEPATypa

1. Jlenmonmpou3BOACTBO M JOKYMEHTAallMOHHOE oOOecleyeHue ToCyAapCTBEHHOM U
MYHUIUNATBHON CIy>KObl: TpakTukym: [16+] / aBr.-coct. 1O. B. Mupromkuna ; Cesepo-
KaBkazckmit ¢enepanpubiii yHuepcurer. — CraBponoinb: CeBepo-KaBkasckuit denepanbHbIid
yauBepcurer (CK®Y), 2016. — 115 c.: Tabn. — Pexum goctyma: 1O TOIMHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=458925

2. SlukoBuy, L. A. Jlenonpous3BoACTBO B KajpoBoi ciayxoOe: yueOHuk / I1I. A. SInkoBud. —
Mockaa: IOnuTH-/lana, 2017. - 161 c.: CXEM., TaoJI. - URL:
https://biblioclub.ru/index.php?page=book&id=685463

5.3. JInneH3noHHOE MPOrpaMMHoe odecrevyeHue
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007



https://biblioclub.ru/index.php?page=book&id=69168
http://biblioclub.ru/index.php?page=book&id=481592
https://biblioclub.ru/index.php?page=book&id=458925

5.4. CoBpeMeHnHble Tnpo(eccHOHAIbHBIE 0a3bl [JaHHBIX M HH(OPMALHOHHbIE

CIIPaBOYHBIE CHCTEMbI

1. KommnbsroTepHsle HH(pOpMAIIHOHHO-TIPaBOBBIE cucTeMbl «KOHCYIbTaHT»
http://www.consultant.ru , «I"apanT» http://www.garant.ru
OdunmanbHBI HHTEPHET-MOPTAN MpaBoBOi nH(popMaruu http://pravo.gov.ru
AJIMUHHCTpPATUBHO-YTPaBJICHUYECKHUI opTai http:/www.aup.ru/
[TopTan rocyaapcTBeHHOM IpakJaHCKON ciy>kO0bI https://gossluzhba.gov.ru
Hayunas anektponnas 6ubnuoreka http://www.elibrary.ru
OBbC «YHuBepcurTerckas 6ubanorexa oHyaia» https://biblioclub.ru/index.php

SARNANE bl N

6. MaTepuajibHO-TEXHUYECKOE o0ecnevyeHne JUCHMIIIMHBI

1. JIekunoHHas ayauTOpUs, ayIUTOPUS IJIA IPYIIOBBIX U MHIAWBUAYAJIbHBIX KOHCYJIBTALUH,
OCHAIIIEHHAs] KOMIUJIEKTOM MeOenu Juis yd4eOHOro mporecca, y4eOHOH JOCKOH, MepCOHAIbHBIM
KOMIIBIOTEPOM, TUIa3MEHHOH IaHEIbIO.

2. Ayautopus AJis IPOBEIEHUS IPAKTUYECKUX U CEMUHAPCKUX 3aHATUH, TEKYLLEro KOHTPOJIS
U TPOMEXYTOYHOW aTTeCTalluM, OCHAIllEHHass KOMIUIEKTOM MeOenu A y4deOHOoro mporecca,
y4eOHOM JOCKOW, NEPCOHAILHBIM KOMITBIOTEPOM, IJIa3MEHHOMN MaHeNblo.

3. Ayauropus JUIsl cCaMOCTOATENbHOM paboThl CTYJIEHTOB, OCHAIIEHHAs! KOMIUIEKTOM MeOenu
Julsl yueOHOro Imporuecca, yueOHOM JOCKOW, MEPCOHATBbHBIMU KOMIIBIOTEPAMH C BO3MOKHOCTHIO
HOJKJIIOUEHUS K ceTu «MIHTepHeT» U IOCTYIOM K 3JeKTPOHHOM HH(OpMaIMOHHO-00pa30BaTe/IbHON
cpene YHuUBEpCUTETaA.

7. MeToauuecKue PECKOMEHIAIUH IO OPpraHu3aliu U3YyYCHUSA TUCHUIIJINHBI

7.1. MeTroanuyecKkue peKOMEHIaluH MPenoaBaTe/o

JlaHHBI pa3zen HacTosmied palOoueill mporpamMMbl NpeAHA3HAYEH IS HAYMHAIOMIUX
npenoaaBaresiel U CrieluaiicTOB-IIPAKTUKOB, HE UMEIOIINX OIbITa MPENo1aBaTeIbCKOW padoThlI.

JucuummmHa «JlOKyMEHTUPOBAaHUE YIPABIECHYECKOW AEATEIbHOCTH TOCYJAapCTBEHHON H
MYHHMIMIIAJIBHOW CITyKObI» (GopMupyeT y oOyuaromuxcsi KomMnoHeHThl kommereHuuu [IK-1. B
YCIOBHUSAX KOHCTPYMPOBaHHUS 00pa3oBaTelbHBIX CHCTEM Ha MPHUHLUUIAX KOMIETEHTHOCTHOTO
MOJIX0Jla MPOU30LLIO KOHIENTyalbHOE HM3MEHEHHE PO IpEenojaBaTelis, KOTOPBIA, Hapsay ¢
TPaJUILIMOHHON POJIbI0 HOCUTENS 3HAHWMN, BBIOIHAET (PYHKIUIO OpraHU3aTopa HayYyHO-MOUCKOBOM
paboTel oOydaromierocsi, KOHCYJbTaHTa B MpOIEIypax BbIOOpa, oOpaOOTKM M HHTEpIpETalUH
uHpOpMaLUU, HEOOXOJUMOMH A1 MPAaKTUYECKOTO NEHCTBUS U JaJIbHEHIIero pa3BUTHUs, YTO JIOJKHO
00s3aTeNIbHO YUYMTHIBATHCS MPU MPOBEACHUM JIEKUIMOHHBIX M MPAKTHUECKUX 3aHATHH 10
JUCIUIUINHE  «JIOKYMEHTMPOBAaHUE  YIPABJICHYECKOW  JESITEIBHOCTH TOCYJApCTBEHHOM W
MYHHIIUITIAILHON CITYXKOBI».

[IpenogaBanne  TeopeTMdeckoro  (JIEKMOHHOTO)  Marepuaja IO  JUCLUIUIMHE
«JlOKyMEHTHpOBaHUE YIIPABIICHUYECKON JIEATEIBHOCTA TOCYAApPCTBEHHOW M MYHUIMNAIBHON
CIIy>)KOBD» ~ OCYIIECTBISICTCS HAa OCHOBE MEXKIUCUMIUIMHAPHOM HMHTErpalMM M YEeTKHX
MEXIUCUUIUIMHAPHBIX CBs3€M B paMKax 00pa3oBaTEeJIbHOM HporpaMMbl M ydeOHOro IjiaHa IO
HanpasyieHuto 38.03.04 I'ocyjapcTBEHHOE U MyHUIIMIIAJILHOE YIIPABIEHUE.

[TonpoOHOE conep:kaHHWe OTHENbHBIX pa3feNoB JTUCHUIUIMHBI  «JlOKyMEHTHUpOBaHUE
yIPaBJIEHYECKOH JeATEbHOCTU TOCYJApCTBEHHON M MyHHIIMIAIBHOW CIyKOBI» paccMaTpUBaeTCs
B 11.4.2 paboyeil mporpaMmel.

Metoauka onpeeneHust U”TOrOBOI0 CEMECTPOBOI0 PEUTHHTA 00YYaIOIerocs Mo TUCIMUILIIMHE
«JlOKyMEHTHpOBaHUE YIIPABIICHUYECKON JIEATEIBHOCTH TOCYAApPCTBEHHOW W MYHHUIIMNAIBHON
ciy>x0bD» nipencTasieHa B cocraBe @OC no AUCHUIUIMHE B 11.8 HACTOsAIIEH pabodel mporpaMMel.

[TpumepHble Tembl pedepaToB U BApUAHTBHI TECTOBBIX 3aJaHUM JUIsl TEKYIEro KOHTPOJS U
IIepeYeHb BOMPOCOB K 3a4eTy M0 AUCUMILIMHE npeacTasieHsl B coctae @OC no qucummimHe B 1.8
HACTOSIICH pabodeil MpoTrpaMMEI.

IlepeueHp OCHOBHOM M JIOMOJHUTEIBHOW JUTEpAaTyphl U HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOJMMBIX B XOJ€ NPENOoJaBaHUs AUCUUIUIMHBL «JlOKyMEHTUpOBaHHME YIpPaBIEHUYECKON
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http://www.consultant.ru/
http://www.garant.ru/
http://pravo.gov.ru/
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JeSITeIbHOCTH TOCYJapCTBEHHONM W MYHHIMIIANBHOM CIIy>)KObl», MpHUBENEH B 1.5 HacTosAmen
paboueil nporpammel. [IpenogaBarento ciegyeT OpUeHTHPOBATE O0YUArOIUXCsl Ha MCIIOJIb30BaHHUE
IIPpU IOATOTOBKE K IIPOMEKYTOYHOM aTTeCTAllMM OPUTMHAIBHOM BEPCHM HOPMAaTUBHBIX
JIOKYMEHTOB, IEHCTBYIOIINX B HACTOSLICE BpEMSI.

7.2. MeToanuyeckue yKa3aHusi 00y4aomumMcs

OOydeHue 1O JUCUUIUIUHE  «JlOKyMEHTHMpOBaHHME  YIPABIECHYECKON  JESATEIbHOCTH
TOCYJIapCTBEHHON W MYHHIIMIAIBHOW CITY>KOBD» TpeArojiaracT M3y4eHHE Kypca Ha ayJIUTOPHBIX
3aHATHUSAX U B XOJIC CAMOCTOSITEILHON PaboThl. AyTUTOPHBIC 3aHATHS TPOXOAAT B opMe JISKITUH 1
MpaKTHIeCKuX 3aHiATUi. CaMoCTOosATeNbHAs padoTa BKIFOYAET Pa3HOOOpa3HBI KOMILICKC BUIOB U
dbopm paboThl 0O0yJaArOIITUXCS.

Jnst ycnemHoro OCBOSHUsI COJAEPKAHUS TUCHUIUIUHBI U JIOCTHUKEHUS MMOCTABJICHHBIX IIEJIeH
HEO0OXOAMMO TO3HAKOMHTHCS CO CICAYIOIMHUMH JOKYMEHTaAMU: BBIMMCKON M3 YYEOHOro IutaHa 1o
JAHHOW  JUCLUMIUIMHE, OCHOBHBIMU TIOJIOKEHUSIMU  pabodeil  mporpamMMbl  JUCHUILIMHBI,
KaJeHJapHbIM  y4eOHO-TEeMaTHYeCKUM IUJJaHOM JWCHMIUTUHBL.  J[aHHBIM Marepuanm MOXKeT
MPEJICTAaBUTh MIPEIOAaBaTelh HAa BBOAHOMN JICKIIUHU WJIA CAMOCTOSITEIIBHO 00YYaIOIIUIACS UCTIONB3YET
JIaHHBIE JIOKAJIbHON MH(OPMAITMOHHO-0MOIMOTEYHOM CUCTEMBbl Y HUBEPCUTETA.

Crnenyet oOpaTuTh BHUMaHHE Ha CIIMCOK OCHOBHOM M JIOMOJIHUTENLHOMN JIUTEPATypPhl, KOTOpas
UMeEeTCs B JIOKaJIbHOW WH()OPMAIMOHHO-ONOIMOTEYHON cucTeMe YHUBEPCHUTETA, Ha TIPE/IJIaracMbic
npernojaBaresieM pecypchbl MHGOPMAIMOHHO-TEIIEKOMMYHHUKAIIMOHHOW cet  «MHTepHET». OTa
uH(popMalra Heo0X0uMa JIJIsl CAMOCTOATEIbHOM paboThl 00y4YaroIIerocs.

[Ipy MOATOTOBKE K ayIUTOPHBIM 3aHITHSIM HEOOXOIWMO TOMHHUTH OCOOCHHOCTH Ka)IOH
(GhOpMBI €ro MPOBEACHMUS.

IToaroroBka K JIEKIIMH

C nenbro obecreyeHus yCHemHoro o0y4eHus: 00y4aronuiics J0HKEH TOTOBUTHCS K JICKIUH,
KOTOpas sBJsieTcs BayKHeHel popmoii opranuzanuy yueOHOro rnpoiecca, ocKoJIbKy:

3HAKOMHT C HOBBIM YYEOHBIM MaTepHAIIOM;

pa3bCHSET yueOHBIE SJIEMEHTHI, TPYAHBIC ISl TOHUMAHHS;

CUCTeMAaTHU3UPYET YUeOHBI MaTepua;

OPUEHTHPYET B yueOHOM Mpoliecce.

C 2TOi 11€eJ1B10:

BHUMATEJILHO MTPOYNTANTE MaTEpHAIT IPEABITYIIECH JTEKIINH;

03HAKOMBTECh C YYEOHBIM MaTepHAIOM MO Y4YEOHHKY U Y4eOHBIM TOCOOMSIM C TeMOi
MPOYUTAHHOM JIEKIINH;

BHECHUTE JIOMOJIHEHUS K MOJYUYEHHBIM paHee 3HAHUSIM 110 TeME JIEKIIUU Ha MOJSIX JIEKIUOHHOU
TeTpaau;

3alUIINTE BO3MOXHBIE BOIPOCHI, KOTOPHIE BBl 33/1a/IUTE JIEKTOPY Ha JEKLUHUU MO MaTepuaimy
M3yYEHHOM JICKIINH;

MOCTapaTeCh YACHUTh MECTO U3YYaeMOU TEMbI B CBOEH MOATOTOBKE;

Y3HAWTE TeMy MPECTOSIICH JEKITUH (TI0 TEeMaTHYEeCKOMY TIJIaHy, 0 HHPOPMAIIUU JIEKTOpa) 1
3anummTe HHPOpPMAIIHIO, KOTOPOH BBI BlIaieeTe 0 JaHHOMY BOIIPOCY.

[ToaroToBKa K CEMUHAPCKUM 3aHSATHSIM

Crnenyer pa3yMHO OpraHM30BBIBaTH Pa0OTy MO TMOJATOTOBKE K CEMHHAPCKOMY 3aHATHIO. K
TeME KaXJOro ceMuHapa Ia€Trcsi ONpENEeNEHHBIM IUIaH, COCTOSIIUNA M3 HECKOJbKUX BOIPOCOB,
PEKOMEHIyeTCsI CIIUCOK JTUTepaTyphl, B TOM YHUCIIe, U 00s3aTebHOl. PaboTy cnemxyeT oprann3oBarh
B TaKOU OCJIE€N0BATEILHOCTH:

MPOYTEHHE PEKOMEHIOBAaHHBIX IJ1aB U3 PA3IUYHBIX YICOHUKOB;

03HAaKOMJICHHE C OCTAIBHOW PEKOMEHIOBAaHHOM JINTEpaTypOil U3 00s13aTEILHOTO CITUCKA;

YTEHHUE U aHAJIU3 KaXJ0Tr0 UCTOYHHUKA (JOKYMEHTA).

[Ipexne Bcero, caeayeT 03HAKOMUTHCS ¢ METOJUYECKUMHU YKa3aHUSMH K KaXKJI0MY CEMUHApY.
Crenyet ysiCHUTh 3HAaUEHUE TE€X apXauYHbIX U HE3HAKOMBIX TEPMUHOB, YTO BCTPEUAIOTCS B TEKCTE.
[ToaroroBeTe OTBETHI Ha KaxIblil Bompoc IuiaHa. Kaxkoe MoJIoKEHHE OTBETa MOJATBEPKIACTCS
(ecmu (opma ceMHHapa 3TO MPEAYCMATPUBAET) BBIACPKKOW U3 NOKyMeHTa. [IoArOTOBKY ciemyeT
OTpa3uTh B BHUJE IUIAHA B CHEIUAIbHOW TETpaaud MOATOTOBKM K ceMuHapam. Ha cemuuapckom
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3aHATUU TPUBETCTBYETCA J00as (opMa BOBICYEHHOCTU: y4acTHE B OOCYKIEHHH, TOMOJIHEHHS,
KPHUTHKA - BCE, UTO OMOTaeT 0oJiee MOJHOMY U ICHOMY TOHUMAaHHIO POOJIEMBI.

PesynbraTel paboThl Ha CeMHHAape NpenojaBaTeNlb OICHUBAGT W YYHUTHIBAET B XOJE
IIPOBEJCHUS TEKYILEH aTTeCTaluu.

[IpoMexxyTouHass arrecralus IO JUCUUILIMHE «JIOKYMEHTUPOBAaHHUE YIIPABICHUYECKOU
JESTeIbHOCTH TOCYAapCTBEHHOW M MYHMUMIAIBHOW CIyXObl» IMPOXOAUT B Qopme 3aueTa.
[IpuMepHBIi IEpeYeHb BOIIPOCOB K 3a4eTy 110 JUCLUILINHE «/JOKyMEHTUPOBAHUE yIIPABICHYECKOU
JESTeIbHOCTH TOCYJAapCTBEHHOW M MYHUIMNAIbHON CIyKObD» M KPUTEPHUH OLEHKH OTBETa
oOyuaromierocss Ha 3adere s Leled OLIEHKUM JOCTHXKEHHs 3asBICHHBIX HMHJIUKATOPOB
c(OpMHPOBAHHOCTH KOMITETeHIMK TpuBeaeHbl B coctaBe POC 1o AMCHUIUIMHE B I1.8 HACTOSIICH
paboueil mporpamMmsl.

OOyuaromuiicst JOIyCKaeTcsl K MPOMEKYTOUHOM aTTeCTallMu 110 JUCLUILUIMHE HE3aBUCUMO OT
pE3yJIbTaTOB TEKYIErO KOHTPOJIA.

8. ®oH/1 01IEHOYHBIX CPECTB MO AUCIHHUIIIHHE

8.1. IlepeueHnpr KoOMIeTeHUMI ¢ yKa3aHMeM J3TanoB X GopMHpoOBaHHMs B Ipolecce
OCBOEHMSI TUCHUNIUHBL. DOPMbI KOHTPOJIsI HPOPMUPOBAHUSI KOMIIETEHIHIT

Koa u HNuauxkaropsl Jranbl
HANMMEHOBAHHE JTOCTHIKeHUS (popmupoBanus
. DopMa KOHTPOJIA
KOMIIeTeHIM il KOMIIeTeHIIUH (pa3nenl
JUCHHUILJINHDBI)
I1K-3 Criocoben UIIK-3.3 Criocoben
y4acTBOBATh B OCYIIECTBISATH cOOp, .
[TpomexyTouHbII
OCYIIECTBICHUHI 00paboTKy, y4eT u
KOHTPOJIb: 3a4eT
KOHTPOJISI KauecTBa aHaJIN3 TaHHBIX, T . .
HCIIOJIHEHUS JOKYMEHTAIMOHHOE CKYILIHH KOHTPOIIB:
OIPOC Ha MPAKTHYECKUX 1-12
yIpaBIeHYECKUX oOecrieueHue s
N AHATUIX,
penieHui u pereHus 3a1a4 B chepe 3 ’
-
OCYIIECTBIECHUHI roCyIapCTBEHHOTO U pedepar;
TECTUPOBAHUE
aJIMHHHCTPATHBHBIX | MyHUITUTIAIIBHOTO
IIpOoLCCCOB YIIPpaBJICHUA

8.2. [Toka3aTesu 1 KpUTEPHH OLCHMBAHNS KOMIIETCHIIUH NIPH M3YYCHUHU AU CHHUILIMHBI,
ONUCAHME HIKAJT OLleHUBAHUS

8.2.1 Kpurepun onieHKH O0TBeTa Ha 3a4eTe

(popmupoBanue komnerenuuu [1K-3, nngukarop UITK-3.3)

«324TEHO»

00yJaroNuiCcsl IEMOHCTPUPYET CHCTEMHBIC TCOPETHUCCKHUE 3HAHUS, TPAKTUICCKIE HABBIKH,
BIIaJICeT TEPMHHAMH, JIENaeT apryMEHTHPOBAHHBIC BBIBOJABI U 0000IIEHUS, TPUBOIUT TPUMEPHI,
MOKA3bIBAET CBOOOTHOE BIIAJICHHE MOHOJIOTHYECKOM PEUbI0 M CIIOCOOHOCTH OBICTPO pearupoBaTh Ha
YTOYHSIOIINE BOMIPOCHI.

oOydaromuiicss AeMOHCTPUPYET MPOYHBbIE TEOPETHUECKHE 3HAHMS, MPAKTUYCCKUE HABBIKH,
BJIQJICCT TEPMHHAMH, JIEIA€T apryMEHTHPOBAHHBIC BBIBOJBI M 00OOIMIECHUS, TMIPUBOIUT MPHUMEPHI,
MOKa3bIBaeT CBOOOHOE BJIa/IEHHE MOHOJIOTHUECKOW PEUbI0, HO MPH ITOM JIETAaeT HECYIIECTBEHHBIE
OIMOKH, KOTOpPBIE OBICTPO HCHPABISAET CaMOCTOSATEIBHO WM TP HE3HAYUTEIBHONW KOPPEKITUU
MPEToIaBaTeIIeM.

O0ydaromuicss JEMOHCTPUPYET HETTyOOKHME TEOPETHUYECKHE 3HAHWs, MPOSIBISIET Clabo
c(OpMUPOBAHHBIE HABBIKM aHaJHM3a SBICHUA W TIPOIECCOB, HEIOCTATOYHOE YMEHHE JeNaTh
apryMEHTUPOBAHHBIE BBIBOABI M TMPUBOAUTH TPHUMEPHI, MOKA3bIBACT HEJOCTATOYHO CBOOOIHOE
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BIIQJICHUE MOHOJIOTUYECKON peublo, TEPMUHAMHU, JIOTMUYHOCTBIO U  IOCJIEI0BATEIbHOCTHIO
U3JIOKEHUS, IeTIaeT OMMUOKH, KOTOPBIE MOKET UCTIPABUTh TOJIBKO MPU KOPPEKIIUU MIPETIOAaBATEIIEM.

«He 324TEeHO0»

o0yJaromuicss TEMOHCTPUPYET HE3HAHHWE TEOPETUYCCKHUX OCHOB IPEAMETa, OTCYTCTBUE
MPAKTUYECKUX HABBIKOB, HE YMEET JellaTh apryMEHTHPOBAaHHBIC BBHIBOJBI U MPUBOIUTH MPUMEPHI,
MOKa3bIBaeT cJi1aboe BIIAJICHUE MOHOJOTHMYECKON peublo, HE BIAJEET TEPMUHAMH, MPOSBISET
OTCYTCTBHE JIOTUYHOCTH U TMOCIEAOBATEIHLHOCTU H3JI0KEHHUS, JIEJIaeT OUIMOKHU, KOTOPbIE HE MOXKET
UCIPAaBUTh AK€ MPH KOPPEKLUHU MpernoiaBaTeieM, OTKa3bIBA€TCS OTBEYATh HA JOMOJIHHUTEIbHBIC
BOIIPOCHI.

8.2.2 Kpurepum oueHkn padoTbl 00y4al0IIerocss Ha MPAKTUYECKUX 3AHATHSIX
(popmupoBanue komnereniun [1K-3, nnaukarop UIIK-3.3)

«5» (OTJIMYHO): BBINOJHEHBI BCE MPAKTUYECKUE 3aJaHHsi, MPEITyCMOTPEHHBIE
NPaKTUYECKUMHU 3aHATHAMH, OOyYaIOUIMiiCS YeTKO W 0e3 OomMOOK OTBETHJI Ha BCE KOHTPOJBHHBIE
BOIIPOCHI, aKTUBHO Pa0dOTaJl Ha MPAKTHYECKUX 3aHATHSIX.

«4»  (Xopomio): BBIIOJIHEHBl BCE IPAKTHYECKUE  3aJaHUs, IPEAYCMOTPEHHBIE
HNPAaKTUYECKUMHU 3aHATHAMU, OOYYarOIIUICS C KOPPEKTHPYIOIMMH 3aMEYaHUSIMU IpernojaBaTess
OTBETHUJI Ha BCE KOHTPOJIbHBIE BOIPOCHI, JOCTATOYHO aKTUBHO pab0Taj Ha MPAKTUUYECKUX 3AHATHUSX.

«3» (YI0OBJICTBOPHUTEJIBHO): BBIIIOJIHEHBl BCE NPAKTHUECKUE 3aJaHUs, NPELYyCMOTPEHHBIE
IPAKTUYECKUMH 3aHATHSMH C 3aMEYaHMUsSIMM IpernojiaBatrelis; oOydyaroluiicss OTBETUJ Ha BCE
KOHTPOJIBHBIE BOIIPOCHI C 3aMEYaHUSMH.

«2» (Hey0BJIETBOPUTEJIbHO): 00yUaIOLIUICS HE BBITOJHNI WU BBINOJIHUI HEMPABUIBHO
MPAKTUYECKHUE 3a/laHusl, TPEIyCMOTPEHHbIE NMPAKTUYECKUMHU 3aHATUSAMU; O0yYarolMics OTBETHII
Ha KOHTPOJIbHBIE BONIPOCHI C OIIMOKAMH UM HE OTBETHJI HA KOHTPOJIbHBIE BOIIPOCHI.

8.2.3 Kpurepun onenku pedepara

(popmupoBanue komnereniun [1K-3, nnaukarop UIIK-3.3)

«5» (oTaMuHO): TeMa pedepara akTyallbHa U PACKpPbITa MOJHOCTHIO; pedepar moAroTOBIEH
B YCTaHOBJIEHHBIM CpOK; oopmileHHe, CTPYKTypa U CTHJIb M3JI0KEHHs pedepaTa COOTBETCTBYIOT
IpeIbsABIsIEMBbIM TPEOOBAaHUSAM K O(OPMIIEHUIO JOKYMEHTA; pedepaT BBINOIHEH CAMOCTOSATEIBHO,
INPUCYTCTBYIOT COOCTBEHHbIE OOOOIIEHUS, 3aKIOYEHHUS U BBIBOJBI, IMOJATOTOBJIEH JIOKJAJ,
U3JIaraeMblil 0e3 MCIOoJIb30BaHUsl OIIOPHOTO KOHCIIEKTA.

«4» (xopomo): TemMa pedepara akTyalbHa, HO pacKpbiTa HE IOJHOCTBIO; pedepaT
MOJTrOTOBJIEH B YCTAHOBJIEHHBIH CpOK; O(OpMIIEHHE, CTPYKTypa M CTHJIb M3JIOKeHHs pedepara
COOTBETCTBYIOT IpPEIbSIBIIEMbIM TPeOOBAHUSAM K O(GOPMIICHUIO JOKYMEHTa; pedepar BHIIOIHEH
CaMOCTOSITENIbHO, MIPUCYTCTBYIOT COOCTBEHHBIE 000OIICHNS, 3aKIIOUEHHS U BBIBOJIBI; TIOATOTOBJIEH
JTOKJIaJ1, U3J1araéMblil C MCIIOJIb30BAaHUEM OIIOPHOTO KOHCIIEKTA.

«3» (y10oBJIeTBOPUTEIbHO): TeMa pedepara akTyajlbHa, HO PacKpbiTa HE IOJHOCTHIO;
pedepar MOATOTOBIEH C HApyIIEHHWEM YCTaHOBJIEHHOIO CpoKa IMpeJCTaBlIeHUs; odopmiieHue,
CTPYKTypa M CTHJIb U3JIOXKEHHUS pedepara HE B MOJHOW Mepe COOTBETCTBYIOT NPEIbSABISEMBIM
TpeOOBaHUAM K O(POPMIICHUIO TOKYMEHTA; B 11€J0M pedepaT BBINOIHEH CAMOCTOSTEIBHO, OJJHAKO
OYEBH/IHO HAJTMYME 3aMMCTBOBAHMM 0€3 CChUIOK Ha MCTOYHHUKH; IOJATOTOBJICH JIOKJIAJ], U3JIaraeMbli
C MCIOJIb30BaHUEM OIIOPHOT'O KOHCIIEKTA.

«2» (HeylOBJIETBOPUTEJBHO): TeMma pedepara axkTyanbHa, HO HE pPaCKphITa; pedepar
HOJTrOTOBJIEH C HApYLIEHUEM YCTAaHOBJIEHHOTO CpOKa IpEeICTaBICHUS; 0QOpPMIIEHUE, CTPYKTypa U
CTWJIb U3JIOKEHUs pedepaTa HE COOTBETCTBYIOT IPENbSBIAEMbIM TPeOOBAaHUSAM K O(OPMIIEHHUIO
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JIOKYMEHTa; B pedepare 04eBUAHO HATMYME 3HAYUTEIBbHBIX 00HEMOB 3aMMCTBOBAaHMN 0€3 CCBUIOK
Ha UCTOYHMKU; JOKJIAJ HE ITOATOTOBIICH.

8.2.4. Kpurepuu oueHKH TeCTHPOBAHMS
(bopmupoBanue komnerennuu [1K-3, maaukarop UITK-3.3)

TecTupoBaHue OIIEHUBAETCS B COOTBETCTBUU C MPOLIEHTOM IMPABUIBHBIX OTBETOB, JAHHBIX
00yyJaroumMcs Ha BOIIPOCHI TECTA.

CrangapTHas mIKajga COOTBETCTBHS PE3YJIbTATOB TECTHPOBAHUS BBICTABIIIEMON OaTbHOU
OILICHKC:
— «OTJIMYHO» - CBbIIIE 85% MpaBUIbHBIX OTBETOB;
— «xoporto» - oT 70,1% no 85% npaBuiIbHBIX OTBETOB;
— «YIOBJIETBOPUTEIBHO» - OT 55,1% 110 70% npaBUIIbHBIX OTBETOB;

— ot 0 10 55% npaBUIbHBIX OTBETOB — «HEYAOBIETBOPUTEIIHHO
«5» (OTJIMYHO): TECTHPYEMBIil IEMOHCTPUPYET CUCTEMHBIC TEOPETUICCKUE 3HAHUS, BIAJCET

TEpMUHAMHM U 00JIaZlaeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BONPOCHI TECTA.

«4» (X0pom10): TECTUPYEMBIN B 1IEJIOM JEMOHCTPUPYET CUCTEMHbIE TEOPETUUECKNUE 3HAHMS,
BiIaziceT OOJBIIMHCTBOM TEPMHHOB M 00JaJaeT CIIOCOOHOCTBIO OBICTPO pearupoBaTh HA BOIPOCHI
TEeCTa.

«3» (YnOBJIETBOPHMTEJBHO): CHCTEMHBIE TEOPETHUUECKUE 3HAHUS Y TECTHUPYEMOIO
OTCYTCTBYIOT, OH BJIa[ICET HEKOTOPBIMH TEPMHUHAMHU U Ha BOIPOCHI T€CTa pearupyer IOCTATOYHO
MEZJIEHHO.

«2» (HeyZOBJIETBOPUTEIbHO): CHCTEMHBIE TEOPETUYECKHUE 3HAHHUA Yy TECTUPYEMOIO
OTCYTCTBYIOT, TEpPMUHOJIOTHEN OH HE BJIAJICET U HAa BOIPOCHI TECTA PEATUPyET MEMJICHHO.

8.2.5. MHrorosoe coorBercTBHe OAMJBHOH IIKAJAbl OLEHOK W  YpPOBHeH
copMHPOBAHHOCTH KOMIIETEHUMH N0 TUCHMILVIHHE:

YpoBenb
cpopmMupoBaHHOCTH Ounenka IosicHenue
KOMIIETeHIMH

TEOPETHYECKOE COAEp)KaHHE U MPAKTUYECKHE HABBIKU IO
JUCITUIITUHE OCBOEHBI ITOJIHOCTHIO;

Bricokuit 3auTeHo BCE MPELyCMOTPEHHBIE NMpOorpamMmoil oOyueHus yuyeOHbIE
3a/1aHuUs BBIITOJIHEHBI HA BBICOKOM YPOBHE;

KOMITETEHIIMU chOPMHUPOBAHBI

TEOPETHUYECKOE COAEpIKaHNE M MPAKTUYECKHE HABBIKK IO
JUCIUIIIINHE OCBOEHBI ITOJIHOCTHIO;

Cpennuit 3auTeHo BCE MpPEILyCMOTPEHHBIE MpOorpamMmoil oOyueHus ydyeOHbIE
3aJ]aHus BBITTOTHEHBI C HE3HAYNTEIFHBIMY 3aMEYaHUSAMU;
KOMIIETECHIIMH B LIEJIOM C(HOPMHUPOBAHBI

TEOPETUYECKOE COAEP)KAHNE M MPAKTHUECKHUE HAaBBIKU IO
JTUCITUIUIMHE OCBOEHBI YAaCTHYHO, HO MPOOENbI HE HOCST
Y noBnerBopu- 3auTero CYLIECTBEHHOI'O XapaKTepa;

TEJNbHBIN OOJIBIIMHCTBO HPEAyCMOTPEHHBIX MPOrpaMMOi 00ydyeHus
y4eOHBIX 3a/1a4 BHINOJHEHO, HO B HUX UMEIOTCS OLIHOKY;
KOMITETEHIIN cQOPMUPOBAHBI YACTHIHO

TEOPETUYECKOE COJIEp)KaHUE U TPAKTHUECKHE HABBIKH I10
JUCLUIUIMHE HE OCBOCHBI;

OOJIBIIMHCTBO MPEAYCMOTPEHHBIX MPOrpaMMOi O0y4eHUs
He 3aureno y4eOHBIX 3alaHUi OO HE BBHINOJIHEHO, JIMOO COTEPKHUT
rpyOble OLIHOKY;

JOIMONTHUTENbHAs. ~ caMocTosATeNbHas ~ pabora  Han
MaTepuaJoM HE TPHBOJIUT K KaKOMY-JIMOO 3HAUUMOMY

Heynosnersopu-
TEIbHBIN
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TIOBBIIIICHUIO KAYECTBA BBITIOJHCHHS YUICSOHBIX 33 IaHUIA;
KOMIIETEHIIMU He C(HOPMUPOBAHBI

8.3. Meroauyeckue MaTepuaJbl (TUNOBble KOHTPOJIbHBbIE 3aJaHUs), ONpeaessiionue

pe3yJabTaThl 00y4eHHs MO IMCHHUILIHHE, COOTHECEHHbIE ¢ HHANKATOPAMH J0CTHKEHUS

KoHTposbHBIC 3a/1aHus, TPUMEHSEMbIE B paMKaX TEKYIIEro KOHTPOJISI U MPOMEKYTOUYHON
aTTeCTallMy MO JUCLUUIUIMHE, HOCSIT YHUBEPCAIbHBIN XapaKkTep U MPealycMaTpUBaOT BO3MOXKHOCTh
KOMIUIEKCHOM OIICHKHM BCEro Habopa 3asBICHHBIX 110 JIAaHHOW JHUCIMIUIMHE WHIUKATOPOB
c(OpMUPOBAHHOCTH KOMITETCHIIUH.

8.3.1. Tekymmii KOHTPOJIb (Pad0Ta HA MPAKTUYECKUX 3AHATHAX)
(bopmupoBanue komnerennuu [1K-3, maaukarop UITK-3.3)

Ipumepsbl 3a1aHU JJIA NPAKTHYECKUX 3aAHATHI
3aoanue 1.
ITpencraBbre, uTo BBl paboTaere B KOMIIAHUM PYKOBOJIUTENEM OTeNa npojaax. Bam Heob6xonumo
COCTaBUTh JOHDKHOCTHYIO MHCTPYKIIMU Ha BAKaHTHYIO JIOJDKHOCTb — MEHEJKEpa OT/IeNa MPOJaXK.
Chopmynupyiite  OCHOBHBIE — pa3fiesibl  JTOJDKHOCTHOM — MHCTPYKIMM:  KBaJM(UKAL[MOHHBIE
TpeOOBaHUs, JOJDKHOCTHBIE OOS3aHHOCTH, OTBETCTBEHHOCTb, IpaBa M B3aUMOOTHOIICHHUS.
OdopmuTe MOKHOCTHYIO HHCTPYKIMIO  CO BCEMH HEOOXOJUMBIMH PEKBU3UTAMH JIAHHOT'O
JTIOKYMEHTA.
3aoanue 2.
Heo6xomumo  3amomuuts  lllTatHoe  pacnucaHue B COOTBETCTBHHM € TPeOOBaHUSIMH,
OPEIbIBISEMBIMU K OPraHU3alMOHHO-PACHOPSAUTENBHBIM JOoKyMeHTaM (YHubuuupoBaHHas
¢dopma lllTaTHOTO pacnucanus MpusaracTcs)
3aI0IHAIOTCS BCE PEKBU3UTHI.
3aoanue 3.
[TpencraBeTe, yTo Bl pabGoTaere B oTaene KaapoB opraHuzanuu. Bam HE0OX0IUMO MOATOTOBUTH
MPOEKTHI KAJPOBBIX TOKYMEHTOB
1. Ha ocHOBaHMM 3aKJIFOUEHHOTO TPYAOBOro A0rosopa o npueMe Meanosa M.U. Ha nomxHOCT
MEHe/Kepa B Ballly OpraHu3anuio ohopMHTe MPHUKa3 M0 JUYHOMY COCTaBy O MpHUeMe Ha paboTy (1o
yaupuuupoBanHoit popme T Ne 1).
2. CocraBpTe U 0(OPMHUTE XAPAKTEPHUCTHKY Ha COTPYJHHMKA OTJAENIa KaJapoB, MOJAMHCAHHYIO
PYKOBOJUTENEM JIaHHOTO CTPYKTYpHOro mnojpasjeneHus. OpraHuszanuio, (paMmwing pabOTHUKOB
YKaXHUTE CaMOCTOSITENIBHO.
3. CocraBbTe U 0pOpMHUTE 3asiBIEHUE O MEPEBOAE Ha JPYryl paboTy, B KOTOPOM YKaKUTe
CTPYKTYpHOE TMOJApa3JielieHne, JOJDKHOCTh, NpPU HEOOXOAMMOCTH — OCOOEHHOCTH B pabote
(HenonHBIN pabouuii NeHb, MovyacoBas omiata). Ha ocHOBaHUM 3asiBIEHHs] COCTaBbTE MpPHUKa3 IO
yHuumpoBanHoit hopme T Ne Sa
3aoanue 4.
4.1. CocTaBbTe pacnopsiKeHHe PyKOBOJIUTENS 00 OpraHu3aluy JeXKypcTBa B Mpa3IHUYHbIE JHU C
31 nexabps 2020 roga mo 10 smBaps 2021 roma. Ilpemnoxure 3am. aumpektopa mo AXY
(aIMUHUCTPATUBHO-XO3UCTBEHHAs! YacTh) OpraHu3oBaTh coTpyaHukoB 31.12.2020 go 17-00 u
NPOBEPUTH U OlledaTaTh Bce ClykeOHble momemieHus. OOsKUTe MOATOTOBUTH Ha YTBEPXKACHUE
rpaduk nexypcrBa no0 31 nmekabps. Opranumzanuio u (GamMuiuk TOJDKHOCTHBIX JIMI] YKaKHUTE
CaMOCTOSITENIBHO.
4.2. B cootBeTCTBUU ¢ YHHUPUITUPOBAHHOW (POPMOI MpHKa3za O MOOMIPEHUH PaOOTHHUKA 3aITOJTHUTE
BCE HEOOXOMMbIE PEKBU3UTHI, BKIIOUAs TOAMUCH.

8.3.2. Texkymmii KOHTPOJIb (IOATOTOBKA pedepara)
(bopmupoBanue komnerennuu [1K-3, maaukarop UITK-3.3)
IIpumepHbie TeMbl pedepaToB
IIpumepHas TemaTuka pedeparos:
1. JlokyMeHTallMOHHOE 0OecTieueHre yIpaBlIeHus, €ro 3a1a4u, QyHKIIHH.

13




2. Hopmatusasbie nokymeHnTtsl (ICAOY, TOCTrr). [loHsATHE CTaHIApTH3AINH U YHHPUKAIIH.
3. Kimaccudukanmsi TOKyMeHTOB.

4.PeKBU3UTHI YIIPABICHUECKUX IOKYMEHTOB. PEKBU3UTHI aBTOpa, UX 0hopMIIeHHE.

5. TpeboBaHMS K TECTY IOKYMEHTA.

6. brank. Buzpl 61ankoB. TpeGoBanus k 61aHKaM TOKYMEHTOB.

7. Opranu3aloOHHbIE TOKYMEHTHI.

8. Pactiopsiautenbable JOKyMEHTHI. [IpuKa3bl 1o OCHOBHOM JieaTenbHOCTH. PacniopsbkeHus.

9. NndopManimoHHO-CIpaBOYHbIE IOKyMEHTHI. Jlok1anHble, 00bsiCHUTENbHbIC 3aniCcKU. CIIpaBKU.
10. AxThI, X Buabl. CocTaBICHHE aKTOB.

11. TIpoTtokonsl 3acenanwii, copemanuii. [lomHas u kpaTkas GOpMBI IPOTOKOJA.

12. IenoBas nepenucka.

13. JlokyMeHTHpOBaHHE MTPOLIECCOB IBUKEHUS KaPOB.

14. IIpukassl O TUYHOMY COCTaBY.

15. JInunoe 3asBneHue. Benenue JIMUHBIX KapTOYEK.

16. TpynoBoii 1orosop.

17. Benenne TpynoBeix kHIKeK. OdopmiieHne JINIHBIX JIEIT.

18. Texnomnorust paboThl ¢ foKyMeHTaMu. OpraHu3zaius J0KyMEHT0000poTa.

19. Perucrpanus 1OKyMEHTOB.

20. KOHTpoOJIb UCTIONHEHUS JOKYMEHTOB.

21. Homenkinatypa nen. Cucremarusanus jen. @opMupoBaHue Aedl.

8.3.3. Tekymuii KOHTPOJIb (TECTUPOBAHNE)
(bopmupoBanue komnerennuu [1K-3, maaukarop UITK-3.3)

IIpuMepsI TeCTOBBIX 3a1aHU
IIpumepsI TeCTOBBIX 3aJaHUH
PacnopsigutesibHbIe JOKYMEHTbI, OTPAKAIOLIHMeE Pe3y/IbTAT KOJIETHAJIbHOM /1esiTeIbHOCTH
[ mpukas, pacriopspkeHHe
[] pacnopsbkeHue, ykazaHue
M mocraHoBICHUE, pelieHne
M mporokon, akt
L] noroBop, ycTaB, corianieHue
OcHoOBHbBIE PEKBU3UTHI JOKYMEHTA
M Tekct, OTMETKA O MPUITIOKEHUH
TEKCT, OTMETKA O MPUJIOKEHHUH, JaTa, UHACKC, 3ar0JIOBOK K TEKCTY
TEKCT, TpU( yTBEPKACHUS, OJIUCH, I€YaTh
TEKCT, 3ar0JI0BOK K TEKCTY, MOJIMHUCh, TPU( COTIacOBaHMs, TPUQ YyTBEPHKIACHUS, [1€4aTh
TEKCT, OTMETKA O MPUJIOKEHHUH, IpU( cOrIacoBaHus, BU3BI COTTIACOBAHUS, IPU] yTBEPKICHUS
TEKCT, apecar, rpu( yTBep>KIeHHs, BHU3bI COITIACOBAHUS, TOAINUCH, I€YaTh

ooogd

HopMaTuBHBIN TOKYMEHT, perjJaMeHTHPYKOIIHH TpeOoBaHUs K 0GOpPMIIEHHI0O JOKYMEHTOB

o01mero axMMHUCTPATUBHOrO ynpasiaenus (OP/I)
(] TOCT P 51141-98
L] T'OCT 6.10.5-87
M TOCT P 7.0.97-2016
L1 ErCcaoy
(] MHCTpYKIHSI 1O AETOMPOU3BOICTBY
AKT U «rpu¢ yTBepKIeHUs»
[] akT Bcerja yTBEp»KIaeTCsl PYKOBOJIUTEIIEM OpraHU3aIny
[] akT yTBepKIaeTcst BBIIIECTOSIINM OPraHOM YIIPABJICHUS
M yTBepKmarOTCs TOJBKO HEKOTOPHIE BH/IBI aKTOB
[] akT He nMeeT «rpuda yTBEep:KIACHHUD
[] akT yTBep)KIaeTcs, B 3aBUCUMOCTH OT PEIICHUsI PyKOBOJCTBA OpPTraHU3aI[UH
[] akT yTBepKIaeTcs, B 3aBUCUMOCTH OT BBIIIECTOSIIIIETO OPTraHa yIpaBJICHUS
Cpox neicTBHSI OPraHU3aAMUOHHO-TIPABOBLIX IOKYMEHTOB
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[] OT OAHOTO 110 MATH JIET

M 110 MOMEHTa UX OTMEHBI

[J mo Tpex neT

[ no mecsitw et

M 1o BBeseHUS HOBBIX B3aMEH yCTAPEBIIMX

MarepuajbHblii  HOCHTEb HHGOPMAUMM O COOBITHAX M fABJEHMSAX O0bEeKTHBHOI
JAefiCTBUTEJILHOCTH H MBICJUTEIbHOM 1eATeIbHOCTH YeI0BeKa - 3TO...
IIpasunvrvie sapuanmor omeema: JOKYMEHT; JlokymMeHT; TOKYMEHT;
Kommiexke MeTo10B 1 npoueccoB padoThl ¢ JOKYMEHTAMHU, OCYLIeCTBJIseMblii MpeANpUATHEM
NPH BBINOJHEHUH UM CBOUX PYHKIMIA - 3TO ....

[] noKyMEHTalMOHHOE 00ECTIeYeHHE YIIPABICHHUS

M nenonpousBoaCcTBO

[] cucrema 10KyMEHTAIIUH

(] nokymeHTHpOBaHHE

] moxymeHTOOOOpOT

[] nokyMEeHTHpOBaHHE YIPaBICHYECKON JESTEIbHOCTH

JlokyMeHThI KJIaccupuuupyrces no rpudy Ha ...

OPUTHHAJIBI, KOITUH W IO NTHHHUKA

BHEIIHUE U BHYTPEHHUE

WHIUBUAyaTbHBIC, TUTIOBBIC U TpadapeTHBIE

PYKOIIHMCHBIE, NT€YaTHBIE U AIEKTPOHHBIC

OpTraHU3aIMOHHBIC, PACTIOPAIUTEIbHBIE, CIPABOYHBIC

M xoH(HIEHIMATIbHBIE, OTPAHMYEHHOTO JOCTYIIA U OTKPBITOTO ITOJIL30BAHUS
IMocienoBaTeLHOCTh M3JI0KEHHS MOJIOKEHUH Y cTaBa NpeAnpUsiTHs
0O0IIHE MMOTOKEHHS

CBEJIeHUs 00 YCTaBHOM KaruTaie

OpraHU3aI[MOHHO-IIPABOBBIE OCHOBBI JIESTEILHOCTH OpraHU3alUuU
OpTaHBbI YIPaBICHUS U KOHTPOJIS, UX KOMIIETECHITUS

MpaBWJIa BEJICHHS YUeTa U OTYETHOCTU B OpTaHU3AINH

MOPSAZIOK pacipeneneHus npuobuM U opMrupoBanue GoHI0B

0c00bI€ BOMPOCHI JEATEILHOCTH OpraHU3aluN

YCIIOBHSI PEOPTaHU3AINN M JTUKBUIALUT

JTtanbl padoThI ¢ BHYTPEHHUMH JOKYMEHTaMHU

MOJTyYeHHE yKa3aHHs Ha pa3paboTKy JTOKYMEHTOB

pa3paboTka NpoeKTa JOKYMEHTa

COTJIACOBAHUE MPOEKTA JTOKyMEHTA

KOPPEKTHPOBKA IOKYMEHTa, €ro opopMIIeHHE

MOJITUCAaHNE, YTBEPKICHHUE

perucTpanus U THPKUPOBaHUE

JOBEICHUE JI0 UCTIOJTHUTEICH

KOHTPOJIb UCIIOJTHEHUS JOKYMEHTa

MIPHUEM HCIIOJIHEHHOTO IOKYMEHTA, CHATHE C KOHTPOJIS

10: Tekyliee apXUBHOE XpaHEHUE

KoHTpo/Ib HCIOJIHEHUST JOKYMEHTA OPraHu3yeT

M cayxba IOY

[] pykoBOAMTEIH BCEX PAHTOB

L] cekperapuar

L] cimyx6a KOHTpOJIs

[] ompeneneHHOE HOKHOCTHOE JIUIIO

[] pykoBOAMTENb MPEAMPHITHS

OcHoBaHMeM Uil IPeAbSBJICHUS NPETEH3UH SIBJSIIOTCSH JOKYMEHTHI
[ xoMMepueckuii akT, CepTU(HKAT KauecTBa, JOTOBOP, aKT MPUEMKH TOBapa, TpeOOBaHMUS
[] ceprudukar kauecTBa, JOroBOp, aKT MPUEMKH TOBapa, TpeOOBaHUS

[] komMmepueckuii akT, cepTU(HUKAT KauecTBa, akT IIPUEMKH TOBapa, TpeOOBaHUS

ooood

0NN AW -

o0 1NN AW -
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[] ceprudukar kauecTBa, akT IPHEMKHU TOBapa, TpeOOBAHUSI

K HeperucrpupyeMbIM OTHOCATCS JOKYMEHTBI

M uwHdopManMOHHBIE MarepHaibl, PEKJIAMHBIE M MO3PABUTEIBHBIC MHUCHhMa, [POTPAMMEbI
CEMHHAPOB, COBEIIIAHUM, KOH(PEPECHITHI

M  Kkomuu HOPMATHBHBIX JOKYMECHTOB, MOCTAHOBJICHUS M PACIOPSIKEHUS TOCYIAPCTBEHHBIX
OpraHoB, O0BSICHUTENIbHBIEC 3aIIUCKU

[] ciyxeOHBbIE 3aIUCKH, MTUCbMA, TeJIErPaMMBbl, (haKCOrpaMMBbI

[l pekiaMHble MPOCHEKTHI, MPOTOKOJbI KOJUICTHAIbHBIX OPraHOB, CIPABOYHBIC MaTEPHAIbI,
IIJIaHBbl, IPOrPaMMBbI, CBOJIKH, OTYETHI

[] mucebMa BbICIICH MHCTAHLIUK, TPEOOBAHUS, UCKH, TIPETEH3UH, KOJUICKTHBHBIC JIOTOBOPA

CooTBeTCcTBHE ITANOB NMOATOTOBKH YIIPABJIEHYECKHX PellIeHUH CTATUAM PadoThl

aHanM3 TMpoOJIEMHOW cUTyauuu, (OPMHUPOBAHHUE CTaIMsl pa3padOTKU PELICHUs

LeJIeH, OLIEHKA MPEIOYTEHUNA PELICHUI

OLICHKa pAacIIoJIaraéMoOro BPEMEHHU, ONPEIEJIEHHE IOArOTOBUTENbHAS CTaaUS

HEOOXOIUMBIX PECYpCOB

dbopmupoBaHue  KpuUTepueB  BbIOOpa, BBIOOp  cTaams BEIOOpA pemieHus

€MHCTBEHHOI'O PEIICHUS

OpraHM3alysl BBINOJIHEHUS] PEUIEHMs, aHaJu3 U CTaAMsl pean3allly MPUHATOrO PeIeHus

OIICHKA JJOCTUTHYTOT'O pe3yJibTaTa

ITociienoBaTeIbHOCTH JITANOB NMOATOTOBKHM YNPaBJIeHYECKUX pellleHHii, BXOAAIIMNX B COCTAB

MOJATOTOBUTEJIbHOM CTAMU M CTAAMH Pa3pad0TKH peleHust

BBISIBJICHHME U ONMCAHKE IPOOJIEMHON cUTyaluu

OLICHKAa PacrnoJlaraeMoro BpeMeH!

orpeiesieHue He0OOXOIMMBIX PECypCOB

aHayu3 npoOJIeMHON CUTyalluu

dhopmupoBaHue 1eNen

OIIpEeEIICHUE OrPaHUYCHHUN

pa3paboTKa BapUaHTOB PEIICHUM

OLIEHKA NIPEANIOUYTEHUH PELLIEHUN

Craguu aHaauM3a aJbTEPHATHMB W BbIOOpPa MNPOrPaMMHOIO MNPOAYKTA AaBTOMATH3ALUM
JOKYMEHT0000poTa

1: CocraBneHue nepedHs NpeabsBISIEMbIX OCHOBHBIX (DYHKIIMOHAIBHBIX U CUCTEMHO-TEXHUYECKUX
TpeOOBaHUI K KOPIOPATUBHON CUCTEME aBTOMATU3aLMHU IOKYMEHTO000poTa

2: BpiOop cucTteMbl BeCOBbIX KOX(pUIMEHTOB (0ayuloB) MM paHKUPOBAHUE JUIsI SKCIIEPTHON
OLICHKHU

3: OneHka MporpaMMHBIX HPOAYKTOB C TOYKH 3pEHHUS IPEIBABISEMBIX OCHOBHBIX
(YHKIMOHATIBHBIX TPEOOBAHUM U CUCTEMHO-TEXHUUECKUX XaPaKTEPUCTUK

4: Ot6op HpOrpaMMHBIX HPOAYKTOB, YIOBIETBOPSIOIIMX BHIOPAHHBIM (QYHKIIMOHAIBHBIM U
CUCTEMHO-TEXHUYECKUM KPUTEPUAM

5: Onenka afanTalmOHHBIX BO3MOXKHOCTEH OTOOpPaHHBIX MPOTYKTOB

0 1 NU A WD

6: OTbop TpOrpaMMHBIX MPOAYKTOB, YIOBIETBOPSAIOIMIUX KPUTEPUSM aJaNTAI[MOHHBIX
BO3MOKHOCTEH

7: CpaBHUTeNbHAS OIIEHKA 3aTpaT, CBSI3aHHBIX C MPHOOPETEHUEM U BHEAPEHUEM MPOTPAMMHBIX
MIPOAYKTOB

8: Ormenka ombITa TpUMEHEHUS OTOOPAHHBIX MPOTPAMMHBIX MPOJIYKTOB pemyTaruu (GUpMbI-
pa3zpaboTunka

9: BBI60p porpaMMHOTIO obecneueHust JJIs1 CUCTEMBI aBTOMAaTU3allnuu ,Z[OKYMCHTOOGOpOTa

8.3.4. IIlpoMekyTOYHBIN KOHTPOJIb (BONIPOCHI K 3a4€TY)
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(popmupoBanue komnereniun [1K-3, nnaukarop UIIK-3.3)
IIpumepHBIEe BOIPOCHI K 3a4eTy

TexHOJOoTHs JOKYMEHTAMOHHOTO 00ECTICUeHH S yIIPaBICHUSI.
[Topsimok cocTaBiieHust U OPOPMIICHUS PACTIOPAAUTEIBHOM TOKYMEHTALNH.
Crny>x0a TOKyMEHTAIIMOHHOTO 0OecrieueHus yrpasiieHus. TpeOoBaHUs K OpraHU3aluy CUCTEMBI
JIOKYMEHTOO000pOTa.
TpeboBanust K GOPMUPOBAHUIO JIE]T B AETOMPOU3BOJICTBE.
[Topsimok BBeneHUs B IEHCTBHE IPABUII BHYTPEHHETO TPYA0BOTO PACHOpsAKa.
JIoKyMeHTHpOBaHHE 10 JOTOBOPHO-IIPABOBBIM OTHOIICHHUSIM SKOHOMHUYECKON AEATEIbHOCTH.
[ToaroToBka JOKyMEHTOB K cljaue B apXUB.

Knaccupukanuss pexBuzutoB mo ['OCTY P 7.0.97-2016 «Cucrema CcTaHgapToB O
uHpopMaluy, OUOIMOTEYHOMY M H3AaTeNbCKOMYy Jeny. OpraHu3alloOHHO-PACHOPsIUTEIbHAS
JOKYMEHTALIUS.

Pa3Butue 31€KTPOHHOr0 JOKYMEHTOO0OpOTa B OpraHU3aluu.

[TmanoBO-OTYETHAS TOKYMEHTAIIUS.

ABTOMaTH3a1Ms JEIONPOU3BOICTBA.

Cayx0a KOHTPOJISI BEACHHUS KaJpOBOW JOKYMEHTAIIMH Ha MPEIIPUATHH.

[loHaTuss 0 JOKyMeHTax, crocobax JIOKYMEHTHPOBAHHUS, HOCHUTEISX uHbopMalud U
(GYHKIUSAX JOKYMEHTA.

IIpaBuna opopmiieHHs U BbIJa4l KOMUHA JTOKYMEHTOB.

Opranu3anus ornepaTuBHOTO XPaHEHUS IOKYMEHTOB.

DKcrepTu3a HEHHOCTH T0KYMEHTOB.

[TpaBuna cocraBienust 1 0pOpMIICHUSI HOMEHKIIATYPBI JIEI.

[Tpu3Haku knaccuukanuyu HOMEHKJIATYPBI €.

Kputepun onieHKH JOKYMEHTOB.

CucTeMbl TOKYMEHTALIUH 110 INYHOMY COCTaBY.

OcobenHoct 0(hOPMIICHHS JINYHBIX TOKYMEHTOB.

Cuctemsl 1 (OpMBI JOKYMEHTOB.

OCHOBHBIE TIOTOKH JJOKYMEHTAIIHH.

CayxeOHble 3anicki. TpeboBaHUs K 0(OPMIIEHUIO.

OCHOBBI 3aKOHO/IATETIHCTBA IO APXUBHOMY JIEITy.

CocraBienue 1 opopMIIeHHE CITYKEOHBIX ITHUCEM.

PexuMb1 XpaHeHHs TOKYMEHTOB.

Onucs nena. [IpaBuna popMupoBaHye JOKYMEHTOB Ha apXUBHOE XpaHEHHE.

Poinb 10KyMEHTAIMOHHOTO 00ecIeYeHus YIPaBIeHHs B COBPEMEHHOM OpraHu3aIuH.
OCHOBHBIE XapaKTEPHBIE YEPTHI OPTaHNU3AIMOHHO-TTPABOBOM JOKYMEHTAITUH.
Pernamenranus TOKyMEHTallMOHHOTO 00eCIeUeHHsI YIPaBICHUS.

CocrtaB u opopMIIEHHE PACTIOPSAUTEIHHON JOKYMEHTAITUH.
TexHosnorust paboThl ¢ KOH(PpUACHINATBHBIMU JOKYMEHTAMH.

Cocranenue 1 0ohopMIIEeHHE aKTOB

Odopmurenbckue pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.

CrpyxkTypa ohopMIIeHUS TOTHKHOCTHBIX HHCTPYKIIUH.

Opranuzanus KOHTPOJISI UCIIOJTHEHUS TOKyMEHTOB.

CocraBienne 1 oopMIIeHHE TPOTOKOIIA.

[Topsimox cocrtaBieHuss U OQOPMIICHHUS TaOIUI] U PUCYHKOB B HAy4YHO-HCCIIEI0OBATEIbCKOM
oTyere.

Opranuzanus paboThl ¢ TOKYMEHTaMHU.

[TpaBuna opopMieHUs TPUITOKEHUH.

[Tonsatue o nokymenToobopore. DopMbI perucTpanuu J0KyMEHTOB.

Cocranenue 1 0popMIIEHUE JOTOBOPOB.

dnaroBoe 1 MPOJOIBHOE PACIIONOKEHUE PEKBU3UTOB.

VYupenuTenbHble JOKyMEHTbI OPraHU3aI1H.
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. OueHka 3HaYUMOCTH JOKYMEHTOB U CPOKU UX XpaHEHUSI.
. TpeboBanusi, mpenbsBiIsieMble K TEKCTaM JOKYMEHTOB.
. CocTaB OpraHu3aluoOHHO- MPABOBHIX JIOKYMEHTOB.
®opmbl peructpanuu JokyMeHToB. [lopsiiok peructpanuu.
. TexHomorust paboThl C KaJpOBOW JOKYMEHTAIUEH.
. CocTaB ¥ cTpyKTypa WITaTHOTO pacluCaHusl.
CocraB HH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0eHHOCTH MOJIOKEHUS O CTPYKTYPHOM MOJIpa3/ielIeHUy OpraHu3aliH.
. bnanku u ¢popmaTsl JOKYMEHTOB.
. 3aaun ¥ MyTH BHEJPEHHUS aBTOMATU3UPOBAHHON CHCTEMBI JJOKYMEHTAIIHOHHOTO 00€CIIeYCHHS
yIpaBlIeHUs
OcHOBHBIE KJIACCHI THPAXKHO - 3aKa3HBIX aBTOMATHU3MPOBAHHBIX CUCTEM JOKYMEHTAI[MOHHOTO
oOecrnieueHus ynpaBieHuUs
OKCIUTyaTallMOHHbIE XapaKTEPUCTUKH aBTOMATHU3WPOBAHHOM CHUCTEMBl JOKYMEHTAI[MOHHOTO
oOecrieueHus ynpaBieHUs
TexHomoruu MPOrpaMMHON peann3alud aBTOMATU3UPOBAHHONW CHUCTEMBI JOKYMEHTAI[HOHHOTO
obecrieueHus ynpaBieHUs
Kpurepun ananmza aBTOMAaTU3UPOBAHHOM CHUCTEMBI JOKYMEHTAI[MOHHOTO OOECTeueHUs
yIpaBlIeHUs
CocraBienue u opopMIIEHHE ITPUKA30B [0 OCHOBHOM JIEATEIIEHOCTH.
OcoOeHHoCcTH BBIOOpPA CUCTEMBI aBTOMATU3ALINU.
Crpareruu BHEIPECHHUS ABTOMATH3WPOBAHHON CHCTEMBI JOKYMEHTAIMOHHOTO OOECIECUYCHUS
yOpaBIeHUS.
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